
STD POSITION DESCRIPTION U. S . Postal Service 

LEAD SALES & SERVICES ASSOCIATE, PS-06 

FUNCTIONAL PURPOSE 

Performs a variety of sales and customer support services for 
products including stamps, stamped paper, postal cards, 
philatelic products, and special promotional items ; with or 
without direct supervision . May work alone or provide technical 
direction to one or more clerks assigned to sales activities, and 
reviews their work for accuracy . 

DUTIES AND RESPONSIBILITIES 

1 . Maintains a comprehensive working knowledge of regulations 
ruling, policy, and procedures relating to all phases of 
retail services . Provides technical guidance to retail 
employees assigned to the unit, informing them of changes 
or clarifications in policies, procedures, operations or 
regulations . 

2 . Forecasts and maintains a separate stamped inventory to 
fill requisitions submitted by unit clerks . 

3 . Prepares daily consolidated funds under local bank deposit 
procedure ; prepares and maintains unit accounting records 
of retail activities . 

4 . Conducts or witnesses transfers of fixed credits between 
employees as required, assisting in the physical count of 
stock . Reviews fixed credits periodically and recommends 
adjustments if necessary . Examines and insures the 
integrity of security containers assigned to employees for 
the storing of their fixed credit and reports lack of 
conformity with security regulations . 

5 . Maintains an adequate supply of materials required for the 
operation of a retail unit . 

6 . Accepts and verities applications for redeemed stamps and 
stamped paper . Prepares and submits necessary stock for 
destruction . 

7 . In accordance with the directives of the supervisory 
presence, plans, directs, organizes and monitors retail 
related programs /projects and the work of people to meet 
unit goals, including coordinating and scheduling work 
hours . Supplies leadership necessary to secure a customer 
friendly environment, encourages professional appearance 
and work habits to accomplish effective and pleasant 
customer relationships . 
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STD POSITION DESCRIPTION U. S . Postal Service 

LEAD SALES & SERVICES ASSOCIATE, PS-06 

8 , Instructs and ac~io~t~ir~WA~~1rM1Prflzse~'~gleri correct uy 
financial and retail sales procedures . 

9 . Performs any variety of sales and customer services at a 
retail window such as maintaining sufficient inventory of 
and selling stamps, stamped paper, other retail products 
and services and may use a computerized system, accepting 
and delivering packages and accountable mail ; issuing and 
cashing foreign and domestic postal money orders ; accepting 
and responding to customer claims and inquiries, and 
providing information to the public regarding postal 
regulations . 

10 . Provides sales and customer service support by greeting 
customers and explaining store layout ; determining special 
interests and referring to sales and promotional programs ; 
offers assistance in product selection ; provides special 
assistance ; and answers customer inquiries when needed . 

11 . Provides product and service information to customers, 
including informing customers regarding special offers ; 
suggestive selling related merchandise ; promoting products 
based on customer needs . Provides additional information 
regarding product features and services . 

12 . Handles and processes customer purchases and returns 
relating to products and services and may use a point of 
sale system . Assists customers with transactions . 

13 . Maintains appearance of store by setting up, arranging, and 
replenishing displays and merchandise racks ; ensures 
display and selling areas, work stations, and storage areas 
are presentable to customers . 

14 . Conducts product inventories by counting items on hand ; 
attaches and removes security devices ; accounts for items 
on display ; and verifies and records sales floor inventory 
and shrinkage . Brings inventory discrepancies and 
shrinkage reports to the attention of the appropriate 
supervisory presence . 

15 . May verify presort and bulk mailings of all 
classifications ; computing and maintaining on a current 
basis mailers' credit balances . 

16 . Checks and sets post office stamp-vending machines and 
postage meters . 

17 . Rents post office boxes, receives rental payments, conducts 
reference checks, and completes related forms . 
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STD POSITION DESCRIPTION U. S . Postal Service 

LEAD SALES & SERVICES ASSOCIATE, PS-06 

18 . In addition, may~~a°s~i~ea~c~rc~~Y~eac~c~c~ztP~ items and 
distribute mail as required . 

SUPERVISION 

Supervisor, Customer Services, or other designated supervisor . 

SELECTION METHOD 

BARGAINING UNIT 

CLERK 

(End of Document) 
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Document Q2320c Dated June 30, 2001 Page 1 0f 2 

BARGAINING UNIT QUALIFICATION STANDARD 
2320e 

(2320-0044) LEAD SAES AND SERVICES ASSOCIATE-LEVEL 6 

DOCUMENT DAM June 30, 2001 

FUNC7tQN : 

Performs a variety of sales and customer support services fog products-including stamps, stamped paper, postal 
cards, philatelic products, and special promotional items; with or without direct supervision . May work alone or 
provide technical direction to one or more clerks assigned to sales activities, and reviews their work for accuracy. 

Q~.S~E~I~T1~N OF WORK- 

See the Standard Position Description for the Occupation Code given above. 

REQUIREMENTS! 

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfactorily Worm 
the tasks of the position Applicants must demonstrate that they possess a sufficient level at each KSA, to include 
at least minimum competency for senior-qualified positions to enable them to perform these tasks-saUafaciorily . 
'The KSAs are demonstrated by successful completion of tests and specified training, unless otherwise noted. 
Failure to demonstrate any KSA is disqualifying. 

1 . Abilttv to sell products and s rv
~ 
ices includes providing timely and courteous customer service, 

persuasive selling to customer needs, providing product information, creating/maintaining an 
aesthetically pleasing retail environment and completing sales transactions, 

2. Ability to work and dell with peoole sufficient to work cooperatively and interact positively with 
customers, co-workers, as well as analyzing and responding appropriately to unique customer or 
coworker situations. This includes exercising courtesy and self-control to provide good -appropriate 
customer service in order to accomplish established goals of the functional area. 

3, Abtlitv to communicate orally refers to expressing spoken ideas or tact clearly and logically 
when answering questions, giving instruction, and providing information. 

4. Abi'tv to perform basic mathematical yQmoulatt4n4 refers -to-patftst'mhttg-GBSiC-calculations such 
as addition, subtraction, multiplication, and division with whole numbers, fractions and decimals . 

5. Knowledge of financial pr.~edures such as the terminology, materials, techniques, end 
procedures used in maintaining accurate records of disbursements, receipts and other financial 
information and toss prevention. 

6. Ability to follow instructions refers to comprehending and executing either spoken or written 
instructions or directions sufficient td perform work assignments, fallow procedural directions a 
instructions either with or without direct supervision . 

7. Ability to idenW and analyze problems by gathering information from both opal and written 
sources and develop an appropriate course of action to resolve the situation. 

8. Abllfhr to coordinate , sufficient to open, run and close a retell poster outlet . Includes ptomaine and 
organizing the work of a smelt group of employees to achieve unit goals. 

9. Ability to use technology-tWsgd, business equipment, such as calculation equipment of 
computers sufficient to process customer transactions, Input data, and produce numeric -and written 
reports. 

http:l/blue.asps.govUsp/serIdoeurnents/bquislq232Qe-btm 7/20/Oa 
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Document Q2320e Dated June 30, 2001 Page 2 of Z 

90 . AbiHN :o safigllY.yyerform the duties common 1.SQthe .p9sit+~~ ~ 

Applicants must have a minimum of one year of experience in a window position (window clerk, distribution and 
window clerk, distribution, window and markup clerk, spies and services associate, sales, services and 
associate) providing a comprehensive knowledge of postal regulations, rulings, policy, and procedures relating to 
window work . This experience must have demonstrated the applicant's ability to give clear and concise 
instructions to ocher employees and to work independently. 

F.,MLVJjNA71ON REQUIREMENTS 

When filled Internally, this position usually involves a deferment period during which the senior bidder is provided 
appropriate combinations of training, testing, end practical demonstration of ability to perform in the-actual 
position . Sequencing of examinations is as follows: 

To be declared the senior bidder (or applicant (n training) and begin training, the bidder (applicant) muss 
successfully complete: Test 470, Configuration 1 . 

TRAINING REt~U(REMENTS " 

Applicants who qualify and are selected underthis standard will be required to complete prescribed training 
satisfactorily . 

SHY f AI. REQUIREMENTS: 

Applicant must be physically able to perform efficiently the duties of the position . 

Back 

http:/Polue.asps.govlYuisplserfdocuments/bquis; q2320e.htm ?120!01 



STD POSITION DESCRIPTION U . S. Pastel Service 

SALES AND SERVICES ASSOCIATE, PS-OS 

FLINCTI ORAL PURPOSE 

Performs a variety of sales and customer support services for products . Maintains pleasant 
and effective public relations with customers and others requiring a general familiarity 
with postal laws, regulations, and procedures commonly used . 

DUTIES AND RESPONSIBILITIES 

l . Performs any variety of sales and customer services at a retail window such as 
maintaining sufficient inventory of and selling stamps, stamped paper, other retail 
products and services and may use a computerized system, accepting and delivering 
packages and accountable mail ; issuing and cashing foreign and domestic postal money 
orders ; accepting and responding to customer claims and inquiries, and providing 
information to the public regarding postal regulations . 

2 . Provides sales and customer service support by greeting customers and explaining store 
layout ; determining special interests and referring to sales and promotional programs ; 
offers assistance in product selection ; provides special assistance : and answers 
customer inquiries when needed . 

3 . Provides product and service information to customers . including informing customers 
regarding special offers ; suggestive selling related merchandise : promoting products 
based on customer needs . Provides additional information regarding product features 
and services . 

4 . Handles and processes customer purchases and returns relating to products and services 
and may use a point'of sale system . Assists customers with transactions . 

5 . Maintains appearance of store by setting up, arranging, and replenishing displays and 
merchandise racks ; ensures display and selling areas, work stations, and storage areas 
are presentable to customers . 

6. Conducts product inventories by counting items on hand : attaches and removes security 
devices : accounts for items on display: and verities and records sales floor inventory 
and shrinkage . Brings inventory discrepancies and shrinkage reports to the attention 
of the appropriate supervisory presence. 

7. May verify presort and bulk mailings of all classifications, computing and maintaining 
on a current basis mailers' credit balances. 

8. Checks and sets post office stamp-vending machines ana postage meters . 

9 . Rents post office boxes, receives rental payments, conducts reference checks, and 
completes related forms. 

10 . In addition, may assign and clear accountable items and distribute marl as required . 

SUPERVISION 

Supervisor . Customer Services, or other supervisor/designee . 

(Continued on Next Page) 
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STD POSITION DESCRIPTION U . 5. Postal Service 

SALES AND SERVICES ASSOCIATE, PS-OS 

(Continued free Previous Page) 

BARGAINING OMIT 

CLERK 

(End of Document) 
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AARG.A.INNG UNIT QUALIFICATION STANDARD 2320c Page 2 0f 2 

Test 470, Configuration 1 

IRAININGzREflU1R M_ENTS' 

Applicants who qualify and are selected under this standard will be required to complete prescribed training 
satisfactorily. 

PHYSICAL REQUiREMErffS : 

Applicant must be physically able to perform efficiently the duties of the position, 
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STD POSITION DESCRIPTION U . S . Postal Service 

SALES, SERVICES AND DISTRIBUTION ASSOCIATE, PS-05 

FUNCTION& PURPOSE 

Performs distribution and a variety of sales and customer support services for products . 
Maintains pleasant and effective public relations with customers and others requiring a 
general familiarity with postal laws, regulations, and procedures commonly used, 

DUTIES AM RESPONSIBILIT71ES 

1 . Performs any variety of sai~r, ind customer services at a retail window such as 
maintaining sufficient ir!ventory of and sel~ling.. :stamps, stamped paper, other retail 
products arKi services and lady use d computerized system, accepting and delivering 
packages and accountable mail, issuing and cashing foreign and domestic postal money 
orders ; accepting and responding to customer claims and Inquiries, and providing 
information to the public regarding postal regulations. 

2 . Provides sales and customer service support by greeting customers and explaining store 
layout ; determining special interests and referring to sales and promotional programs ; 
offers assistance in product, selection : provides special assistance ; end answers 
customer inquiries when needed . 

3 . Provides product and service information to customers, including infornirtq customers 
regaretd ngeoeefial 'offers suggestive selling rel ated merchandise ; promoting : products-
based on customer :yetis : Provides additional 9nfa~mation regarding product features 
and services . 

4, Handles and processes customer purchases and returns relating to products and services 
and nay use s point of sale system . Assists customers with transactions . 

5 . Maintains appearance of store by setting up, arranging, and replenishing displays end 
merchandise racks : ensures display and selling areas, work stations, end storage areas 
ire presentable to customers . 

4 . Conducts product inventories by counting items on hand; attaches and removes security 
devices ; accounts for items on display ; and verifies and records sales floor inventory 
and shrinkage . Brings inventory discrepancies and shrinkage reports to the attention 
of the appropriate supervisory presence . 

7. Nay verify presort and bulk mailings of all classifications, computing and maintaining 
on a current basis mailers' credit balances . 

8 . Checks and sets post office stainp-vending machines and postage meters . 

9 . Rents post office boxes, receives rental payments . conducts reference checks, and 
completes slated forms . 

10 . In addition, flay assign and clear accountable items . 

11 . Distributes primary and one or mire secondary schemes of incoming mail by delivery 
point based on a knowledge of the distribution scheme established for the office, 
branch or station. 

,_ (Continued on Next Page) 
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STD POSITION DESCRIPTION U . S . Postal Service 

SALES, SERVICES AND DISTRIBUTION ASSOCIATE, PS-05 

12 . Distributes primary and o4C8pt~8pgdsj~SWd~~$"3FM~Egg&~ outgoing mail for dispatch 
based on knowledge of current distribution schemes . 

13 . May perform additional duties such a$ : maintain records of nails; face and cancel tail ; 
make emergency carrier relays ; label and tie out nail for dispatch and other related. 
duties for distribution . 

SUPERVISION 

Supervisor . Customer Services, ar . :other~:sapervisarldesignee . 

SELECTION METHOD 

BARWNIti& UNIT 

CLERIC 

(End of Document) 
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BARGAINING UNIT QUALIFICATION STANDARD 232Qd gage 1 of 2 

BARGAINING UNIT QUALIFICATION STANDARD 
2320d 

(2320-11003 ) SALES, SERVICES AND DISTRIBUTION ASSOCIATE-LEVEL 5 

DOCUMENT DATE: September 1, 2000 

FUNCTION: 

Performs distribution and a variety of sales and customer support services for products . Maintains pleasant and 
effective public relations with customers and others requiring s general temiliarity wish postal laws, regulations, 
and procedures commonly used . ' 

See the Standard Position Description far the Occupation Code given above. 

REQU.LEMENT_ 

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required 10 satisfactorily perform 
the tasks of the position . Applicants must demonstrate that they possess a sufficient level of each K-S.A . to include 
at least minimum competency for senior-qualified positions to enable them to perform these tasks satisfactorily . 
The KSAs are demonstrated by successful completion of tests and specified training, unless otherwise noted. 
Failure to demonstrate any KSA is disqualifying. 

1 . Ability to sell products and services includes providing timely and courteous customer service, persuasive 
selling to customer needs, providing product information, creating/maintaining an aesthetically pleasing 
retail environment and completing sales transactions . 

2. Ability to work and deal with people sufficient to work cooperatively and Interact positively with customers, 
co-workers, as well as analyzing and responding appropriately to unique customer or coworker situations . 
This Includes exercising courtesy and self-control to provide good appropriate customer service In ordor to 
accomplish established goals of the functional area, 

3. Ability to communicate orally refers in expressing spoken ideas or facts dearly and logically wham 
answering questions, giving instructions, and providing information . 

4. Ability to perform basic mathematical computations refers to performing gale calculations such as 
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals . 

5. Knowledge of financial procedures such as the terminology, materials, techniques, and procedures used in 
maintaining accurate records of disbursements, receipts and other financial information and loss 
prevention . 

6. Ability to follow instructions refers to comprehending and executing-either-spoken-or written instructions or 
directions sufficient in perform work assignments, follow procedural directions or instructions either with a 
without direct supervision. 

7. Ability to identify and analyze problems by gathering information from both oral and-written aQurcee and 
develop an appropriate course of action to resolve the situation. 

8. Ability to use technology-based business equipment, such as calculation equipment-or- corxa"ers lent 
to process customer transactions, input data, and produce numeric and written reports. 

9 . Ability to safely perform the dudes common to the position. 

EXAAAINAi'ION RIO REMEtJTS . 

VYhen fled internally, this position usually involves a deferment period during which the senior bidder 1s provided 
appropriate combinations of training, testlng, and practical demonstration of ability to perform -in the aciua! 
position. Sequencing of examinations is as follows: To be declared the senior Udder (or applicant in training) and 
begin training, the bidder (applicant) must successfully complete: 

Test 470, Cnnflgurallon 1 

TRAINING REQUIREMENTS : 

http:Jtblue,asps .govlhrisp/serldocumenislbqu3slq2320d.kzlxza 7/2Q101 
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BARGAINING UNIT QUALIFICATION STANDARD 2320d Page 2 of 2 

Applicants who qualify and are selected under this standard will be i'equlret! to -complete prescribed training 
satisfactorily . 

PHYSICAL REQUIREMENTS: 

Applicant must be physically able to perform efficiently the duties of the position . 
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